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FOREWORD . ^ 

The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education. The Ohio State University in con- 
junction with the State Department of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca- 
tional educators in the techniques of making a comprehensive occupational 
analysis.* Instructors were_selected f rom Agriculture, Business, Distributive, 
Home Economics and Trade' and Industrial Education to gain experience in 
developing analysis documents for sixtyone different occupations. Represen- 
tatives from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

• * 
The project was conducted in three phases. Phase oue involved the ri^nninp, 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two w^s the identifica- 
tlon, selection and orientation of all participants. Tlie training and work; 
shop sessions constituted the third phase.' Two-week workshops were held 
during which teams of vocational instructors conducted an analysis of the 
ofccupations in which they had en^loyment experience. The instructors were 
assisted by both occupational consultants and subject matter, specialists . 

The project-^resulted in producing one hundred two trained vocational instruc- 
toYs-eSpable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, .science and communication needed for successful per- 
formance in the occupation. The analysis data provided a basis for generating 
instructional materials, course outlines, student performance objectives, 
criterion measures as well, as identifying specific supporting skills and 
knowledge in the academic subject areas. 
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^ ' PREFACE 

When considering the position of bookkeeper in relation to the development of . duties 
and tasks involved- with the occupation, it is necessary to determine what is meant by 
the term bookkeeper as it is considered by some to be synonomous with accountant and by 
others to be just a small part of the entire accounting function. Therefore, the 
definition is based on the Dictionary of Occupational Titles. This definition is. 
included in the job description. 

In analyzing the range of tasks a bookkeeper might perform, the writers have to con- 
sider the small 0ff4.ce or company with only one bookkeeper doing all tasks to the large, 
multi-million dollar corporation in which one person would perform a small sub-tasks in 
the* compl^^ion of the larger task. ^ 

Although an entry level bookkeeping clerk may need only a knowledge of the operation of 
a ten-key adding machine and basic arithmetic skills; beyond this entry level job, a firm 
understanding of the accounting cycle and accoonting terminology is a necessary requirement 
for the job of bookkeeper. 

It should also be noted that a bookkeeper should be able to perform repetitive tasks for 
extended periods of titr^. and should be constantly aware of apparent discrepancies which 
are defined as errors common. in bookkeeping (basic arithmetic mistakes, transposition of 
numbers, extension errors, and mistakes In recording names and/or figures). 
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JOB DESCRIPTION 



\ 

1 

A bookkeeper* keeps records of financial transactions of establishment; verifies and enters 
details of transactions as they occur or in chronological order in account and cash journals 
from items, such as sales slips, invoices, check stubs. Inventory records, and requisitions; 
sumAarizes details on separate^ledgers, using adding machines, and transfers, data to 
general ledger, balances books and .compiles reports to show statistics, such as cash receipts 
and expenditures, accounts payable and receivable, profit and loss, and other Items pertinent 
to the operation of a business; calculates employee wages from plant records or time cards 
and makes up checks or withdraws cash from bank for payment of wages; may prepare with* 
holding. Social Security and other_tax reports; may compute, type and mail monthly statements 
to customers; may complete books to, or through, trial balance; and may operate calculating 
and bookkeeping machines. 

^Reference DICTIONARY OF OCCUPATIONAL TITLES P. 66 

i 



I 



ERIC 



xi 



Prcpating^Payroll 

1 Prepare payroll register 

2 Prepare payroll checks 

3 Summarize payroll, register 
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Duty' B Preparing Cash Receipts 



1 Inspect money orders and checks 

2 Prepare deposit slips 

3 Process cash and trade ^Iscounts 
A Susmiarlze dally cash receipts 

5 Post subsidiary receivable ledger 
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Recording Accounts Receivable 

1 Verify source documents 

2 Check Invoices for customer credit 

3 Prepare customer Invoices 

4 Sunmarlze daily sales ' 

5 Post accounts receivable subsidiary ledger 

6 Research customer complaints 

7 Credit accounts for returns and allowances 

8 Age accounts 

9 Prepiare statements of customer accounts 
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1 Maintain cash control ^, 
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Duty E Maintaining Inventory Control Records 



1 Log^tl purchase orders 

2 Maintain raw materials inventory records 

3 Update inventory records 
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1 Determine propriety of Invoice 

2 Prepare voucher 

3 Issue debit memorandums 
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Duty H Assist in Preparation of Financial Statements ^/ , 

1 Post all journal entries to general ledger 

2 Assist in preparing financial statements and government reports 
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. APPENDIX 
OFFICE SAFETY HAZARDS 



Any major mistakes made In the bookkeeping phase of the accounting system or 
deviations from the accounting procedure may cause the company serious financial 
difficulties* 



1. SAFTEY: Always turn machine off when finished operating It 
HAZARD: Can cause fire. Electric motor may bum up . 

2. SAFTEY: Keep long hair tied back when operating equipment 
HAZARD: Hair may become caught In machine causing Injury 

3. SAFTEY: Do not overload circuit 

HAZARD: Electrical shock. Possible fire. May blow fuses (Circuit breaker) 

4* SAFTEY: Do not stack material too high 

HAZARD: The material may fall over causing Injury to an Individual and 
damage the stock 

5* SAFTEY: Always close desk and file drawers 

HAZARD: Walking Into an open drawer can cause personal Injury 

6, SAFTEY: Do not use too many extent Ion cords 

HAZARD: Electric shock, Fire 

?• SAFTEY: Avoid sharp desk comers 

HAZARD: Per^nal Injury, Ruins clothes 

8. SAFTEY: Do not open top two drawers of a file cabinet 
HAZARD: The file cabinet may tip over 

9. SAFTEY: Do not use broken chairs 
HAZARD: Personal Injury 
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APPENDIX (C»NTINUED) 

10. SAFTEY: Do not attempt to repair machine while it is turned on 
HAZARD: Personal injury, Further distruction of equipment 

11. SAFTEY: Do not wear hanging jewelry while operating office equipment 
HAZARD: Jewelry may become entangled in equipment causing personal injury 

12. SAFTEY: Use properly grounded electrical cords 
HAZARD: Electric shock, Fire 

13. SAF'^: Leave mechanical repair for qualified people 

HAZARD: May cause further distruction of equipment. Personal injury 

14. SAFTEY: Be careful of food and drink at work station 

HAZARD: May spill or be dropped into machine causing damage to equipment. 

May spill or drop on completed work causing work to be redone, Electrical 
shock may result from spilling liquid into machine 

15. ' SAFTEY: Beware of old wooden office equipment and furniture 

HAZARD: Personal injury (Splinters), Ruined clothes 

16. SAFTEY: Beware of razor blades and other sharp objects in desk drawers 
HAZARD: Personal injury 

17. SAFTEY: Turn power off on all electrical equipment during electrical storms 
HAZARD^ Equipnent being struck by lightening 

18. SAFTEY: Be aware of safety procedui^s in office (re. Fire, tornado, 

hurricanes, boinb scares, flboda, etc.) 

HAZARD: Improper actions causing personal injury 

19. SAFTEY: Beware of loose carpet 

HAZARD: Tripping causing personal injury 
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